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Cal gl 1} Zonzrzeering/drdering Dfficer Appeinument Zoctxentation
Zheet
{2)] Foversmest Dompmercizl Purchase Zard (SCPC) Inrernmzl
Review

i3y Govermment Parchasze Jard “og

I. Purzzse. To assisn procturemrent anthority zad pzomclgzte
internal operating crocedurss far gse of the Covernment Purchasze
Terd within RELCOM 11,

2. Zanceillarion. REDCOMEZGLIINST 4200.1C

2. Genrerm”

ia. Procurement Lotrarsitv. Reference fa) grants prooUrement
aprhaxity o aztivities ol The Mavy rield Coxu-acsting Sysctem and
Drovides procedurss Zor activitisesg to regquest procurement
authcritwv. Heference (k] avthorizes procurement avchority to
Teprpzonder, Haval Fessrve Readiness Command, Region Elewven and
aLTnorizes re-celegation to sumordinate commands.

z. Exercize of Frocursment autherity. Reserve activities
will exercise procurement antheority to the extent zhat it
zrotories arempt zod eflfective purchaze serevice and maintains
pollicies End regulacions.

& Prgouremant Hethads., REDCOM 11 grants the fellswing
procurement methods for subordinate activities oy as specified by
the cardheoider's ST 1402:

4. Method 1: Micro-puzchases from commersial scurces using
the GOPC, aat excesding 52,300 per transaciien far suprlies and
services and 2,000 for faciiity improvements, per =efaraences (o)
and (4],
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B. Method 2: Issue Letters of Agreeme=t ZOAsS| -5
commercial venders for Terthing and messing teving transacricns
between 2,500 and %28,000. Plare argl orfers for aerthing .ad
Tessing sgainst these LOAs osing the ZCPT Zor paymsns.

<. Mathod 3: Flace type I oral/electronic seders up to
2100, 000 2gainst Zixed price Indefinite delivery =voe contracts,
33k Federsl Supply Schedulss, and mandatory Sovernment sourses of
surply using the GIPC Zor payment.

hote: Forward caguirsmenteE outside the scope of the zbove to
clISC —ngleside, ATTH: Purchasing.

3. GI2C Jpterniai Jperatisag Srocasurss

a. Tre OOW nss issced a Task Order (50003) under === Z5A
SMARTPAY Contract (#GE—Z3F-98006) to aobrain SCPT services. Thease
internal operating procedures orovide guidance on tha appropriate
use =2f the GCTPC by ZIEDCOM 131,

(1) Use the GOPC for the precurement of all zupplises and
SeY¥vices at or below ihe micro-purchase threehald of 52, 500;
§2,000 for fagilities and as a method of savment Zor thoss
oerchases over The micro-purchase threshnold.

(2] Purchases must be accompilished in zccorcdance with AR
Par- 13, DFARS 213, NAPS 5213, NAVSUPINST 2200.54, HAVSUPINEST
424C0.85 series, the S5A contrast and this ‘mternal sperating
crocedure.

b. Oefinitian=

(1} &PC. Agency Pregram Coordinatsz., The individual
designated 2y the Commanding Jfficer opr Head of Activity (HA} whe
zhall have overall responsibility for the management,
sdministration, training and day-to-day operations of the GCEC
pragram &t the activity.

(2} 20. Approving Official. The individual
rezronsible I4T reviewing and verifying the monthly GCEC
statenents of the cardholders under his purview. The A0 must
verlly that all purchases were necessary and for cfficial
dgovernment purposes in accordance with applicable directives.
Unless otherwise =pecified, the AD must alse be the Certifying
Officer far »is cardholder{s) and, in that capecity, must certify
the monthly billing sratement and forward it to the aporopriate
office for payment within five days of receipt.
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$3) Billiong Cyeclie. The zilling ecycle is the ID-day
piliing perizd cardhelders tse their GCFT.  For £ the L2170 ing

-~ T

ovole ends an o the 1Y af Thne Manch,

1d) 31iling Twrle Purchase Limit.  Tas EDENdinGg _imit
gseigned each cardinolider’'s cumulztive purchases =-d Transzco-ions
with a given $illing cwele.

val 3uxk Tunzming. AR advance reservartize of fonds where a
sooitment oo osbligation 12 secorded in the zggregats rath than
zy ndiwvidual cransactio=s

. =ra
L e
-
it

~—_— -
el o

(£} Carcdholder. ANy Zovernment empicyse whno i3 Zeciinated
HA or designee o e Isgsued &2 GIPD or 3CPC acceusz.  The
d¥5 Tne N2TefSCTOUNLT DUMBEr o This individasl.

g e
{7p Commerniv Used HAZMAT. For the purpose of chis
inerriction, comeonly used HAZMRT means harardscs materials or
DICCLUCTS thatb 2r2 customarily soid o the gemeral public to be
uses Sor Non—govarnmental purposes (commercizl producrs! which
zre .n the same sirze and packaging found commercizily zad subject
to crocedures found later in this instructisn., Zxampies of those
materZzls oo prcducts include those required on a routine basis
to meget daily cperatrianal needs; swch as, lubricancs, Batteries,
toner cartridges, detergents, atce,

‘9) Zontracting Officer. Government emplovess who have
the autherity ts zind the 3overnment to the extent of tneir
Selggated purchasing authority. Capdholdsrs are provided thax
auinorlity oy the b or designee in writing oy the issuance o a
Letter of Deregation or SF 1302 Contracting CGfficer s wWarranr.

(3} Crediz Zimit. The maximum dollar thresheld assigned
at the AQ/Lilling level limiving the ameunt an account can have
outstandlng &t any ohe time. The bank automatizally sets She
ameont at three Zimes he corresponding billing zcocunt 30-day
limiz.

0] DJispuetex. [nstances where the trapsactions on the
cardholders’= statements do aat agree with entries in the log or
ratained receipts. This may include circumstances where the
cardhoider did not make the transaction, the amount of the
TransacTtion is ircoerrect or the guality or szervice is ap issue.

i11) HCA. ZHead of Centracting Betivizy. The offizial at
one of the 23 DOW components listed at DEARS 202.107 and NARPE
2202.20% {e.g. COMHAVESUPSYSCOM, COMNAVAIRSYSCOM, otec.) who has
averall responsibility for managing concracting suthoerisy within
their contracting chaan of command. They sre resconsisle for the
3
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deledqatisn, se-de_ggztisn sné use of contracting aucherity
snciuding use <f the ZCIC by DON commands, CON zct-rities and 0N
Serzornel Under “heir conizicting cognizance.

12y HA. Head orf Activity, For the zurposes 2f —his
instrection, HR 23 Commander, Naval Ressrvae Beadiness Command,
fegLzn Dleven, z0d Las been cranted cantraciing suthority ow
Hdaval Zupply 3ystems Command, the cognizant ACR. ZOMREEDISH 11 has
syarz. ]l responsibility Jor managing the Zelegation znd vge f
iz authoricy wn e rsclion.

;13 GEPC.  Government Zommercial Zurchase Card, The ©OPC
15 th2 fredit card purchase acoount asfabriszhed wit> the zank
that esnsEblies Dronerly authorized Covernment mersocannel o puy and
dv Iox missict reduicements.

i1d) SCPC Log. Mansatory manual or autcmated og
documenting ipaivigezl ZCPC transactions, serzeniac for nandztaoy
TJOVErmmEentT Jourcss, &tc {enclosure £). Transzsctions on the GCPC

—&d shouid mates chat month’s cardholder’s statement. TIf a
transaction on the puorchase log does not zppear on the
cardhcider s statementT, the eniry is brought forwsrd to the nexc
manh’ 2 GEPC log.

(a) Zntries in the GCPC 1og should ke suerported by
inmtersal command dscumsncacion.

bl The SO0 documentatisn shewcld prowvide an audit
Sr&il supperting the decisicn te use the zard, any reqaiced
apecia’ approvals —hat weere optained and separaticn of Zinctions.

{13] MCC. Merchant Contrel Code. A code assigned to =
parTicipating GIPT vender based on their industry classiZication.
APCs zan limit rsardheolder transactions by type of merchant by
blocking c2rtain categories of vendors oz use by zardholders.

ila) Meoniiklv Cerdholders Statement. The statement of
charges rLoIwarded o the rardholder at the end of the zilling
zyele detalling al ol the charges durine that pericd.

(17} Monthly Billing Ztatement. The menthiy Zilling
staremsnt is the offirsial invoice for payment purroses wiich - =
provided to the A0, It iderntifies all! of the SCPC transactions
during & billing =ycle.

{1B] Serwvices. Services are firm, fixed-priced (may he
unpriced prowided a firm ceiling mrice can be established), non-—
personal, commercially available reguirementsz in which we

4
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21i¥ engage the Zime zad effarst &f the contracsars =ao perfokm
] 5K |2.¢. repalrs, maintenance, maintenance sgresments, aec, ).

1127 Zingles Zurchase Limit. The deollar thresreld szsicned
o =22en carcholcer Zor a single purchase/pavment ast.so.

120 Eeconciliation. The process Gy which -he
sardncoder/Ad raview their monthly statements, recsnciie against
available vendor receipts and GCPC log, authorizing or disputing
payment ol Those Charges provided on the monthly statemensz.,

2. Trenssction Typs. The transactisn type s ke method
oy wnich zn order s owlaced when using the GO0, GCPC ouvE may
e rade SNer—Lhe—CounTer, svear—Tthe—pharne or via the Inrersar.

Z. Segignation of QIfices

i1y APC. Agerzy Program Coordinator.  Specifie duties
=nclide management and over-—sight of the local program, ordering,
issuing and zancsling of =CPCs.

(2 A0, 2pproving Offisial. Specific duties Znclude
authorizing purchases and as Certifying Qfficer, reguirad +a
review carchelder®s menthly GCPC statements, review and certify
official billing i=wvoice.

(3} Cardnzider. Use the GUPC zZo buy/pay for sipplies or
REITICES, Malntais purchase log, review and certify cardholder
nontnly statement.

(£} Cesignated 3illing Cffice. Defense Finance and
Accounting System (DFRS) QPLOC Penzacola FL.

13) Zometrsller. Respansible for managing command Sunds.
Comptrollar and APC work together to ensure funds approval
process 15 gireanlined to the maximum extent sractizable. In
addition, compizoller znd ASC coordinate efforts co =stablisn
account limits Jor ADs and sardheoldars.

¢. Establishing Local Acceunts. The ABRC for REDOCM 1T is
the Regien’s point ©f contact providing management =nd oversight
far the CZCPC Program and is the command point of rcontact far
egtebhlishing SCPC accounts.
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1) Pricc to sstablisning GOPC sccounts for lacal
personnel, the APC wi’l aengure that the prospective carcholda-
naz taceived croper tIsining in the folliowing:

(a} Etamdarsds of conduceT.

ikl 20N GIPC Crairing {CD BOM, Interner, clzessrcom
training, etsl prior Lo ard lssuance and every two vRars
cherasfier,

iC) Interna: cperating procedures.

1) Trospective cardiciders snsll:

i@t Frgvide & reqguest to tke RAPC ria their =espective

—hzin =T —oTEETo
SLOELD IZ ZOTmanz.

&) Attend CON repunired training incloding nezining an
—ace’ procedures. (Jontsct the APC far internal trsining
rzQuirements) .

te) Comzleze and submit a Coentracting DfZicer
Jocumentation sheet [(Enclosure 1],

(d} Cbtain a Letter of Delegation or Coacracting
Gfficer’s Warrant (3F L1402} from the HA or dasignee.

g. Derdnolder Bccgunt Limits. fee of trhe QCPC ac RSDIOM L1
s sublecT £ a single purchasze limit initisily establisned ac
52,350, a monthly cirdhelder limit and a menthly office limit.

f1) Single Furcnase Limit. The single purchase limit is a
limitatien on the purchase authority delegated Ko the cardholder
by the HZA or designee. This dellar limit cannot oe excesded
unless a revised deleganion of suthority (8F 14020 s izsued to
=he carschelder reising the Ilimirt.

(2] 3illing Cycie Furchase Limiz. The billing ecvcle
cardia.der limit is the spending limift assigned the cardheider®s
Curml_ztive purchases In a4 billing cycle.

v3) Bailling Cwegle Dffice Limit. The menthly Billing cycle
office Zimit s the limit assigned the &0 for the cunulstive
totelz of the cardhoelders reporting te them.
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Innernal vrocaszas

<1

2. Purrrnasze Beguest ZFrocess. FELCSM L1 cardnolders zhalil
anzurz thet sufiicient funds are egligated z2od avanlanle o meet
raguirement 2f the GOPT Ectiom.

b. Secresmizng. E2crean all requizsments fzom the statutozy
gources of suoplv {z.g., JEOLCSCMICCR), the List of Frohipited and
Sperciz]l fttention _Zems contained In reference {d). Screening
musT Te document2da an the vurchsase laog.

Z. Solicitatigen and Award Proocedurss
'Lt Splicitation Srocedgres.  Justariens of

del_very for missilzn requirsments shall bhe chtained
Tantrattors and cdocunmented <on “he GCEC log.

rh 't}

HH
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31t
1
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i2] Bward Frocedures. REDCOM 11 cardhciders snall only
iward SCPC crders o responsible ceontractors who offer fair and
ceasonarle prices,. All GCPRC awards shall be documented oo the

CCFZ log.

d. Hegreipt and Acrceptance Procedurses. REQCOM 11 carcholders
ar= responsikle foar verifving receipt of all transactions.

i1} Zay znd confirm. If +*he cardneider is killed bout has
not receives the s=upplips or zerviges &t the time of the -eceipt
af —he official invoice, the cardholder must Zully cerzify the
‘nveice with the aaticipation thart confirmation of receipr wils
oo within the next 5iiling cysle.

(a} If the surplies or =ervices arge =at received
within the next killing cycle, the cardholder rust dissuts the
iterm 15ing estabiisned dispute progedures.

(B] The cardholder must certify that the grantity and
gqua’ity of —he items furnished are in accardance with the
agre=ment with the vendor. The cardholder must save all receipt
documentTation in corder to properly reconcile the GCPT statamant
at the and of the Dilling cycle.

i2) TFf rezceipt documentétion i= not availaple, the
carifnclder must contact the end uzer, central roecelving
depg=-ment or cther personis] responzible for receipt to cbtain
verification thar tEhe zupplissz or sezrvices have been received.
The GCPC laog or muschase Zile must ke docomented to indicate that
proper receipt and dcceptance has been accomelished.

3
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petwesn seguestor, DUVEID, TESELVeID and ascepior.

&, MMimsing Cocumerntaticon. Tf for some ceascn —ne cardnol v
does oot mave focumentation ¢f the transactian to sent to che L0,
theyv Tust atctach 2n explznaticn that incluodes s descrizption oi
“he izem, the dats purshesed, the mersmant’2 name =nd «ny —here
i no suppRrting documentTdTicil.

£, Faganmcliling GIPC Accounts

‘1] Cargproiderz, AEDCOM 11 rardhelders shall sz the ond
2f zach Billing cveie ithe 2lst of she manth for DON czrdholders)
rzooncila sracsacTions appearing on their stateémassnts oy verifving
wrepir zgocurasy ageinst cardholder records.

‘g] The cardholder =hal’ review all ipformation on
“=p wonthly statement, werify any charges, credits, cusstEnding
disputzs or refunds within Iive days of receip:n.

'm] IZ the cardholder fails to review the monchly
statement inzluding annotating any discrepancies, disputing
improper charges, or figring and forwarding it to the A0 or
designated alternate within the five day pericd, the L0 or
desigrated altegrnate shall presume that sll charges are Droper
and cactify che monthly zaveice far payvment.

{¢] Tha cardholder Iz ultimetely responsiblie for
orsper GOPC transactions and notifying the AC of any Informatlion
thaz impacts on the propriety of certifying the monthly iavoice
far payment. 1f transactions or credits are net included on the
current statement, the cardholder must retain the appiicable
dacumentation umtil the transactions or credit appears and can be
recgasiled. The cardrelder must then sign the statement and
forward the package to the AD or alternate.

(4% If the cardholdez iz unable to review zheir
statement in 2 timelv manner, the AJ, altezpate or APC must
review and certify ihe cardhelder’s monthly stazement. The
carsholder, upon return, must review the monthly statament and
resclve any discrepancies with the B0 or APC.

'2) RC. REDCCM 11 AQs are zesponsible for reviewing
meonthly cardheider statements and ensuring that all purchases
made by the cardholiders within their cognizance were appr¢priate
znd —he charges accurate. They must resolve all guestionable
purchases with the cardheldsr. In the event an unauthorized
purchase is detected, the RO must notify the APC anc

g
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suikor soproprliave mersganel with the command in accordance wWizh
the cmmasd Trternal COrerating frocedures.

(ay Afzer review, the AQ will sign The cardrno_der’s
Tonthly stetement of account and maintain the documsnitstion in
zoonriance with sgency RIocEcures.

ipl The A0 is alsg rasmppsible for certilving Chs
TontaLy Invoise rssclting from the purchaseftranszcrions of “he
cardholders within their acesunt streucture. The AD is
—esponsible Ior fzviewing end zertiiving the monthily 5CPC Inveice
withon Live zavw receipt znd forwarding it to the appropriate
SPLOC or BRill

s
=

1
ior Timely c2r

erriZving Jfficer, the AQ iz resoesnsible
zn of “he meathly inveoice. The A0 iz Lo
presume that & actions on the monthly statement 2Is DICRET
cnises novified in writing by the cardholder within five daye
from Zhe cardhelder’s receipt of the monthly statemenit. The
presunption does “at relieve the A0 from reviewing Zor blatans
improrer GOPC transsctions and taking the appzeprliate acticn
prior to certifving the invoice for payment.

7. PBestrictions of the Use of the GCFC are contained In
referance (4}, enciosure {1).

3. Jrapetharized Uses of tne GIPC

2. A cardholder whe makes unauthorized surchases or uset the
SCZT in &n inapprspriate manner may He liaple to the Goevernment
for —he total smount of the unauthorized purchases.

= Upauthorized use of the GIPC may also Znclude Yhe use of
52 by anyoenz other than the cardheolder identified on the
af -—he GCFC.

9. ILost =Sz Sholern Carcgs

a. Telephone Notification. If a GCPC is lost or ztelen, the
cardne.der nmust ipmediateliy notify CitiBank at:

CitiZans Customer Service = BOD-—""90-7Z2048
b, Wrizten Notificaticn. In addirion, on the next working

dav the cardholder must notify, in writing, the ABC znd AD. The
netificaticn shall incluede:

(1] the card number

Wir

A
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(2% —hne cardholiders complets name
(37 the date and Iocstion of the less

(4% :f soplen, date reocrted to oolice and the dateftime
Titizank was neotified

{21 any Durchases made o the GIPZ the dav —he GIFC Was
stolen

‘] any otner pertinent informaticon

17, Eeparazign of Cardholder. Upon separstisn Zrcm oa ZELTSM 11
agrtivity, the cardnolder will nctifv —he AC i the expacted Zata
zf zemarariea. Pricr o Zinal check-cut, Zhe cardhelider =ill

sairrender theiz GOPC.3) Eo the APC or destroy the carc,
Destruction must fe witnessed by —he AD. Torwszd s memorandum to
she APC srakting ecard was destroyed and signed -y ooth cardheolider
and witness {a0). The APC will have the account cancel_ed.

11. 3Billipng Errprs zagd Disputes

a. Cardhelders should attempt to resolwve all disczepancies
ar billing errors with the lggal merchant first.

b, *Ff a cardholder receives a monthly statemsnt Zhat _isBts
a transaction feor item:z that ave not been received they should
do the following:

(1} Under Pav and Confizm procedurss, pay the Invcice in
full with anticipation that the sapplies will be received within
the next billing cvcle. If the supplies zrze not eeceivad, the
cardhsldar will dispure the item using established dispute
procedures.

(2% 1f the charges are not authorized or izems have not
been shizped, the zardholder must dispute the charges. 3&ll
charges must be disputed within 60 days of the receipt of the
invoics on which the charge first appeared.

=. Defective Itsms. If the items purchased are defsctive
the cardnelder should attempt to obtain a replacement or
correction of the item frem the merchant as soon as pessibie. T
the vendor refuses to replace or carrect the defect or repiace
the item the cardholder must puwt the item in dispute.

10
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12, fard Securisv.  SEDCOM LI cardholders are rszponsillie Ior
-ra mercurity of Their GTPC.

i. The cerd i3 grinted with thie name o the emcloves WS 1S
Ffizizl Sowermrert Cepresentative autheorizéed =2 use Thar
SCP7.  Only that person nmay ase that card.
. = iz the cardholders’s respensibility to safeguard the
ano eooount sumber at il times. The cardhc_der must not
byl

WOne TO use oF Jaln access to the zard or 2ooiint number.

f-andaros of Coneveo/Ezhlics Training

=. AllL zos andi cerdholiders will receive ethizs and
srandarss < copduocT “raining in accordance witl oagency an
comnend policy pricr s assuming their Juties with the COF
oroCram.,

b. A1l 2205 and cardholders nold a pobklic trust; theiz
~oncuct must feet the highest ethical standars.  All cardhslders
sitall only use their GCPC to obtain suppliss and services Jor
2fficiz]l Zovermment business.

14. Purchase Sueport. Those activities reguiring the issuing af
5 D0--155 furchase QodersDalivery Crder must forward s properly
preperac EKAVCOMPT 2276 to FISC at Naval Station Inglaside, TXE.

-
-

i lnformation Technalegy (IT) Resources. Activities are not
sutnorizes to purcnase IT resources witheur grior zpproval.
Sczhrit IT rescurce rsauirements to REDCOM 13, W& Lo arprove
gguizment which electronically trapnsmits, receives, of SLOKeS
data. Specifically for computers, hardware, seftware, Jirmware
‘embedded chips), shones, cell phenes, beepers, and fax machines.

16. Zmergency Purchazes. The AO may authorize the placement of
ZCPC orders ‘n the shsencs ¢f supply department personnel Jor
urgent Taguirements.

a. Sinece the WAVCOMPT 2276 is not prepared vsing the
activity's PASTOATA until after the arder has been placed,
BXTYEME CAre must be exdercised when verifving fund avallazility.

k. The procedures for placing selephone, sver-the-counter
and internset purchases are the =zame 23 placing the order with
Zupely Cepartmens ass:istance excepb:

(1] The vendor will not be provided with @ reguis:ztion
nacher since the NAVCOMET 2276 has not Seen prepared.

. 11
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i2' Afrer the Tiscemsnt o the F0PC Crder, the ZIPFC Izider
drcurentation, mest e given to Tne Supndy

WiTh zoouratse
Jeparzyent for Input Lnto TASTDATA

{3 If The F0PC srtatement iz received and containz 3
charge fz» an order wnich has Ssen placed with & vendor nul 2
NAVCOMET £274 has oot Desn prepared, the carsholisr shoeld
canTacT the AQ for assisztance I zuprly deperiment Derscnnel are

5TilY zhzent.

T, Fapnrrcing BequLrements

&. DD 1337 - ZEDCOM 1: mocivities wusST SUDMIT ISRCILE GX

suzshaszing 2
TInsz.Lidatio
£z

1 - =

cigns zemi-arnuzilv on 5 DD Torm 0T Sox

anc Zorwasdias oo MARVSUP.  Heports shall cover the
oezoser —hrough 31 Harch eng 1 April throuch 2O
Jzprember, Aepors: musk be saemitted within three working days
aftsr s2e close of 2 reportoing poriod,

=. Carcholders will submit a GZPT Internal Reviaw
jenzicsure (2] monchly, within five working days sftso receipt
of wonthly statemenar - the Rgercy Srogram Coordinator’'s [AFCG
for s=sszssment.

E. E. WEIZZ

! Deputy
Disrribmtion: (NAVIZESREDCCOMEZSGLINST 221&. Q)
_ist 2%
Cory to:

COMNAVRESTOR (M4113)
F=8C San Jiegsm (05

[T

e
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CONTRACTING/ORLEERING OFFICER APPOINTMENT DOCUMENTATION SHEET
.‘ MANE GRADE! POSTIONTITLE ACTVITY
}__ RANK
. . T J . L . L L e
i =
| pART DUTES A CONTRACTING OFFICER |
A Numiber of Employess Syperytsad: B. Highest Grade of Emplennees Supanited: C. Limitsiqns o Cordrtacting Aedfwity;
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- A CONTRACTING/ORDERING CFFICER APPDINTMENT DOCUMENTATION SHEET
| (Coniiuan)
| PART 1) EDUCATION
i A h Szh B Py . e . :
G| B e | G Gaege D. Typo of Dogres: | £ Maper o
L
| G Graguawe Wk
FART IV TRAINING

A, Sehoeouloures Tle: Hours: Date Cormpaisa:

B The Appaintes 3 5 O amwmﬂuh%wswﬂmmgmrwm.
(e 1o Triky 1 of B ELhic (0 Giervenrumert Ay .

Tymed Mame & Titw of AppoaTies Sgnaking Date
T‘-.;;e:r Narmg af Approning Ol Sqranure ul-
TomesT Harmn af Appainting Cficer Sokat e Cirtw

“Eleciive Uks of AppaTrrent

NOTE: Refior (o MAVEUP Pa200.84 foe fumther W TnaHan ot Coriracting/ edenmg Oy appaimimends.
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Govermmentwide Commercial Purchase Card Internal Raview

Bafaratice:
(a) HAVEEZREDCOMBEZI1INST 2209, 10
‘o)l MRVSURIMST 200.%4 ;

Delegation of suthority and training:

Yaz Ha
1. PFripr to estsblishing an acecount, the prespective
cardholder or Apprewving Official has received proper
~rzining In the f:llowing, Reference {a} paragrapn Sd (ira.

a. Standards of conduoct
. Purchase Card “rzining
c. Internal Juerzting Poooedures

d. Beceives z Certificate of Appointment (SF 1402) ap a
Lerter of Delegaticn.

Micro-Purchaza processes: (Purchase and Payment Metnods)

2. Iz the Sovernmentwide Commercial Purchase Card used as
the precurement methed for 21l requirements not in excess
of 32000 for facilities, $2500 for supplies and sezviges?
Reference’' (g] paragrasph 5.

3. I35 the Sovernmentwide Commercial Puyzchiése Card Zeing
wsed to the fullest sxtent possible as & payment method for
requiresmencs aver $2,300, 32,000 for facilities? Reference
{b] Chap 4 parsgraph 3.

4. Aye mroper 0D 11535 Porchase/Delivery Orders heling
obtained from FISC and maintained in purchase files when
applicable. Reference [(a)} paragragh 12.

5. Do all Purchaze/Qelivery Qrders stats =hat payment will
he made by Goverpmeniwide Commercial Purchase Card.
Reference (b)] Thap 4. paragreph 3o 2.

¢. Have requirements been screened f£or their availability
fzom the statutery sources (FEI, JWQD, and Defense
Autcmated reinting Service (DAPS)7 Reference {hb], Paragraph

dg 1k,

TRTOT MefiBE F
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Y. Is 4 croper ohligation decument (WO 2ZTI, NC 2274, MIPR,
eto} signed by che Approving Official or zppointed designee
pefcre sfifecting any furchase a3sing —he GCPCTY ‘upiess
approved Ty thée 20 n che absence of Supply Department
personnal Jor czgent seovirements! fefer¥nce (2] paragraph
aa. :

BE. Iz zhere adeguzis documentatics that the puzshase was
L1 -

considered “Isir and reasonsble”. Reference &), maragraph
Ec 2.

9. Are reguirement:s Zeing split to remain beleow the micro-
purchase th-eskold or —o avoid comperition -zcuirements?

Reference D!, Thaprter 1, zarag-azh 2.

16, Are carcholderz cgrteting zeguirsements zmone gualified
zuppriars © The makimum 2X¥Tent cracticable? Reference (b)),
Chaprar ', parasrazph Z.

:1. IB The purchssge card log maintsined? Reference (a),
paragrapn 3b {14} and paragrapn Eb.

12, Are proper purchzse descriprisns being wtilized.
Reference NAVSQPINST 4200,85 Series Section 2.

13. Is a minimum c¢f a two way separation of functien
maintained, i al]l SCPC purchases? Raferencs (a) paragraph
B, '

id. Is Tne LisT <l Items mequising Specizl AtTtention
concained in referenge (o) and the List of Prenibited andg
Special Rttentisn Items in reference [a} being screened
piier %o effecting GCPC purchazse=? feference (a) paragraph
ab.

15. Are purchase requests and/or surperting documsntation
maintained in the purchase files to enable the GCOFC
gtatement L: Ze verified for accuracy? Reference [2),
parzgraph .

16. I= chere evidence of signed receipt, inspection, .-d
aereptance. Reference (a) paragraph &d.

2 ENCLOSURE (2}
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Ipnvoice Cartificaticon and prompt payment Procasses:

17, Ape 2]1) cardhelder and Roproving Official statements
being date stamped upon receipt per DFAS Invodice
certificaticn procedurss,

18, Are all Tardhoider starements reviewed znd cercified
within 5 days of receint, Reference (a) nagazgraph 6f.

13, REre coligatiens keing Increased/established in FASTDATA
ror all cuestioned/disputed items Listed on the AD's
fdooount Summary (Invoice), and are thess uplcaded to NEB
pricr ta forfwdrding the certification to DFAS for paymentc?
Reference (a) paragraph 11,

20. Are Carcheoilder dispute forms peing somplietsd in
accordance with reference (&) pacagraph 1.

2l. Is the A% reviewing and ceztifving zhe menthly purchase
card invoice within five days of receip: from tho
cardholder? Reference (a) paragraph bBF.

Letter of Rgresment Ieview:

22, Have Letters of Agreement (LOAS) heoen established with
small business vender:s providing Berthing and/or Messing
agreeing to permit the use of the purchase card as a method
of cayment for oryl orders between 32500 and 2%, DOH7
feference k), Chaptier 2, waragraph 3e.

Managament Tips:

1. Bead &nd fecome familiar with references (b)) and {a).

2. Znsure that the GCOPC is used for all micre puschase (52500 or
—esz, F2000 NAVERC) trzansactions when pessikle. Reference (a}

paragraph 5a.

Feview MNAVSUEINST 4200.94 Enclosure 1] [Liszt of Prenibited and
Special Atiention Items) prier fo initiating any SCPC transzactions.

3. Znsure receipt of & properly orepazred and sporoved obligation
decument pricor to initiating any GCPD transactions. Reference (@)
paragrach ea.

3 ENCLOBURE {2}
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. Identilw T
o _;‘hu1 2 SXASL reduirements a=nd sost obligatics adjuacment
-MRedisvely. Sefsrance iz Ddragrar= 13 T

- i a=ar -4 b >'r -\_ o [1—H = o
. -4 ok

[ _...'.'E'...]:E ._..E.'E. |_|.|.E -I'Ds -EEGC-.-H.]'.It Sllfm"'l,E.I -? rIn.n.i;c'lc-\.._l -3 I-lre 1z lEﬁ'
5 Et ]._E l' - ——

-otal Humbe: of ZoPC “ranzzcTtizne for -nis manTs
L] T -
—-.!:_.._' e I . -
-2R2. SJoliar walus nf atEC Zranzacticas ‘or TxiEs manth
- - HH

feport for the month of EY
Revigwed by Name = ri
I e znd title 1

i Fignytures

APC Comments:
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